How to Access Paylocity Training for Self-Hired Staff
Mobile App Version

Mobile App Login-
o Staff will use Company ID: N8726
e Staff will enter Username (provided by HR)
e Staff will enter Password (created by user)
e Select Sign In (orange button)
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Forgotten Username or | V' P0Y|°Cl1¥ @
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Navigating to ‘Learning’-
Staff will select the Menu icon (bottom right-hand side of page) to access the ‘Learning’
option for assigned AIM agency training
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A
My Training-

o Staff will select the “My Training’ option on the navigation bar (top of page)
o Staff will select the ‘Active Training’ option (left-hand corner of page) to access assigned
AIM agency training for either New-Hire or Annual training requirements

\ £ My Training £ My Training

2021 Self Due 22 Days
Direction New

Hire Bundle

Assigned by Jessica

Jablonski

288 minutes to

complete

Training Content-

o Staff will start the assigned training and move through each section to complete all content
in the training bundle

o Staff will be able to track the status of content and completion date for each section

£ Training o<

2021 Self Direction New Hire Bundle

2021 Self Direction New Hire Training Bundle

Training Details

Due Date 11/25
Duration 288 minutes
Started

Status

Training Content

New Hire Self e
Direction: Mission

Statement and Person

Centered Planning

Please note:

- Once the full bundle is completed staff will receive a certificate for the training year

- Staff training is auto tracked through Paylocity software and paid out within 2 pay periods of completion
at staff’s base rate (located on wage statement)
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How to Access Paylocity Training for Self-Hired Staff
Website Version

Website Login-
e Staff will use Company ID: N8726
o Staff will enter Username (provided by HR)
e Staff will enter Password (created by user)
e Select Sign In (orange button)
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Navigating to ‘Learning’-
Staff will select the ‘Learning’ option on the navigation bar (top of page)

or
select the Menu Dropdown (upper left-hand corner of page) to access assigned AIM agency
training
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A

My Training-
e Staff will select the “My Training” option on the navigation bar (top of page)
o Staff will select the ‘Active Training’ option (left-hand corner of page) to access assigned
AIM agency training for either New-Hire or Annual training requirements

Learning /

My Training

| Q search bytrainingtitle\‘

N
ACTIVE TRAINING COMPLETED TRAINING ALL TRAINING
Assigned On: Newest - Oldest v |

Training Content-

e Staff will start the assigned training and move through each section to complete all content
in the training bundle

o Staff will be able to track the status of content and completion date for each section

Training Content

Content Title Content Type Version Status Attempts Score Completion Date Actions
Mew Hire Self Direction: Mission Statement and Person Centered Planning ~
1 | @ | Beth Mount Person Center url 1 12/07/2024
2 a Person Centered Planning Flat Content 1 12/07/2024
Person Centered Planning The Circle of Support -
3 | B overiew Flat Content 1 1210712024
Mew Hire Self Direction: Choking Prevention and Dining Consistency Medifications ~
2 | @ | Dining Consistancies Flat Content 1 12/07/2024
5 a Choking prevention Flat Content 1
Please note:

- Once the full bundle is completed staff will receive a certificate for the training year
- Staff training is auto tracked through Paylocity software and paid out within 2 pay periods of completion
at staff’s base rate (located on wage statement)
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